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	responsibilites: Off
	classification: Training Officer I
	appointee: Vacant (Limited Term up to 24 months)
	dwr position number: 0720-5197-009
	sap personnel no: TBD
	sap position number: 50003051
	division: HRO/Training Office
	mcr: 1
	percent2: 
35%













25%











15%






	percent 3: 10%





5%













5%









5%

	activity3: Project Management Training

Coordinates with the Project Services Office to develop and maintain processes to schedule and enroll staff into consultant led project management courses.  Attends meetings with the Training Office Chief, Project Services Office, and other internal subject matter experts.

Department Training Field Representative to Other State Departments and Vendors

Represents the Department as a field representative regarding training and development programs offered by other State departments and private/non-State training vendors.  Researches, gathers, and analyzes information regarding current classes offered by other State departments and private/non-State vendors including but not limited to:

- Department of Finance (DOF)
- Department of General Services (DGS)
- Department of Human Resources (CalHR) 
- Department of Technology Services (DTS)
- Public Employees' Retirement System (PERS)
- CPS Human Resources Services (CPS)

Staff Work and Meetings

Performs completed staff work on a variety of the more complex projects and programs as required.  This requires researching, gathering, and analyzing information and writing correspondence, reports, and issue papers.  Meets with and provides reports to the Training Office Chief, Governance, Training Coordinators, and other teams regarding program, class, and project status and training policies and procedures.  Participates in Training Office and other team planning sessions including semi-annual Training Coordinators' Workshop, quarterly clean-up at the Training Center, annual cleanup of the Training Office, and staff meetings.

Other Responsibilities

As needed, may be called upon to plan, design, develop, prepare training lesson plans and program materials for, schedule, coordinate, and conduct training in the following areas as needed:

Administrative
Communications
Emergency Preparedness
Environmental
Health and Safety
Information Technology
	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	IMMEDIATE SUPERVISOR: Jose Beitia
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: JL
	personnel date: 06/25/14
	PERCENT OF TIME: 
	activity: POSITION SUMMARY:

Under general direction of the Staff Services Manager II, Training Office Chief, the Training Officer I is independently responsible for a portion of the approximately 200 class sessions of 150 courses conducted each year in addition to his/her specific assigned programs and projects within the Training Office.  In accordance with the Department's Training Needs Assessment, Plan, and Schedule the incumbent:

- Conducts needs assessments, plans, and designs training classes
- Prepares training lesson plans and program materials including workbooks, handouts, flip charts,  computerized presentations, DVDs, CDs, and other visual aids for training classes
- Schedules, arranges facilities, coordinates line-program, expert trainers and conducts training classes for Department employees
- Evaluates the effectiveness of training classes in meeting Department needs, goals, and objectives

ESSENTIAL FUNCTIONS:

This position requires that the incumbent work cooperatively with others; maintain regular, consistent, predictable attendance; exercise good judgement; and communicate effectively both orally and in writing.  The incumbent also must be flexible and be able to produce outcomes on concurrent multiple assignments and assist his/her Training Office technical support staff partner in that individual's absence and as needed.  The incumbent must be proficient in using SAP Training Event Processing and Management modules.

The specific essential duties are:

	supervisor name: Jose Beitia
	employee name: Vacant
	activity2: 
Environmental, Engineering and Technical Training

Has primary responsibility for the Department's Environmental, Engineering, and Technical training.  Conducts, co-trains, coordinates, and provides technical support for 30 class sessions each calendar year including but not limited to the classes on the listed Training, Co-Training, and Technical Support Class.  Using computer skills, including word processing, spreadsheets, databases, and SAP class registration software, provides statistical reports to management regarding Program status as requested.  May be required to present oral reports to Deputy Directors, Division/District/Office Chiefs, the Department's Governance Board, Administrative Officers, and Training Coordinators.

Coordinates enrollment into all Water Resources Engineering Technician (WRET) Program courses to ensure those who meet the criteria for pay differentials are given highest priority.

Training, Co-Training, and Technical Support - Leadership, Communication, and Information Technology Training

With assistance from co-trainers, conducts the Department's Training for Trainers class, including annual review of class design, materials, and training hardware/equipment to keep pace with current training concepts and presentation tools.

Reviews, revises, and conducts, with assistance with co-trainers, the DWR Leadperson Workshop.

Reviews, revises, and conducts, with assistance from co-trainers, the Introduction and Beyond the Basics Excel courses.

Upward Mobility/Career Related Fund

Has primary responsibility for the Department's Upward Mobility/Career Related Fund.  Obtains Training Office Chief approval and commits all funds.  Approves Department employees' Career Development Plans in accordance with Department policy and procedure.  Using computer skills; including word processing, spreadsheets, databases, and SAP class registration software, provides statistical reports to management regarding fund status as requested.  May be required to present oral reports to Deputy Directors, Division/District/Office Chiefs, Governance, Administrative Officers, and Training Coordinators.
	Text1: 
	Text2: SPECIAL REQUIREMENTS

The incumbent must have the ability to move a minimum of 25 pounds of training materials and transport them to the location of training including to and from the Sacramento Training Center, the Sacramento Training Office, and any field office statewide.  The incumbent must be able to move furniture and equipment in the training room for classes.  The incumbent must conduct and/or coordinate a minimum of 30 class sessions (co-training will be credited by the number of hours of in-classroom training personally conducted) each calendar year including class audits and technical support.  The incumbent must also be able to travel as necessary from one to ten times each year for one to seven  days per trip to conduct classes.  Work and class hours must accommodate Headquarter's and field hours plus class set-up and take-down and will occasionally necessitate some overtime with prior approval.  The incumbent must use word processing, spreadsheets, database, presentation, class registration, Local Area Network, World Wide Web, e-mail, and other personal computer skills daily to meet this position's responsibilities.

Possession of a valid California Driver's License.
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